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GENERAL PROCEDURE 


How to Use This Book 


|. In class discussion talk about each page until everyone in the 
class is familiar with the subject. Practice writing the copy on paper, 
and if possible practice the hard words on the board. Try to see each 
word as a whole so that you can write it well without looking at the 
book. To do this you must be able to see how each letter is made 
when you close your eyes. Practice the top sentence first, and then 
each word or sentence separately and at different times. Writing 
and practicing each page well is a week's work. 


2. On many of the pages there are one or two lines of individual 
letters which need special practice. Try them on the board or on 
paper with pencil or pen and ink. Each lesson will require careful 
planning to cover the essentials. One period may be devoted to 
writing the entire page with attention to arrangement and size; an- 
other lesson may be strictly drill on a capital letter with its develop- 
mental exercises; a third lesson may take care of the breakdown on 
difficult combinations and words and the rewriting of the paragraph, 
etc. 


3. Practice the difficult places shown on your own paper. To find 
these difficult places look at each letter by itself to see if it is read- 
able. If not, practice this letter until you can make it readable. 
You may find that only a small part of the letter is causing you diffi- 
culty, such as the curve in the beginning stroke or the connecting 
stroke between letters. 
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4. Do your best writing on the page provided in this book. It should © 
not be written in the book until it has been thoroughly practiced on 
other paper and has your teacher's O.K. By the end of the year you 
will have @ complete record of your weekly improvement in hand- 
writing. 
5. Where pictures are used with the writing you will need to plan 
how to record the writing in your book, Remember that about twenty- 
six letters to a line of sentence writing is well balanced for your 
grade. Make it neat, pleasing to the eye, and well balanced on the 
page. 

The Left-Handed Child 
For those of you who are left-handed, turn your paper to the right 
about thirty degrees. Do not write with your hand hooked over the 
top of the paper making an inverted position. 


Using Pen and Ink 


Care in dipping ink helps to make neat looking papers. Do not dip 
too deeply into the ink, and remove the pen slowly from the bottle 
so that the extra ink will drain off. 

If you are using a fountain pen, let your teacher try it before 
practicing with it. Extra heavy pens that make broad, thick lines 
are not desirable at this grade level. Good fountain pens may be 
used with the teacher's permission as long as the writing is of 
standard quality. Care of your fountain pen is very important, and 
monthly inspection by the teacher is recommended. 


Columbus 8, Ohio 


Study these pictures to see how to sit, where to place the paper, and how to hold the pen. 


Position 


By placing the paper at a thirty degree angle and pulling the down 
strokes of your letters toward the center of your body, you will secure 
a uniform and readable slant to all of your writing. The pen should 
be held lightly, yet firm enough to control it. Gripping and pinching 
of your pen causes slow, pinched writing. If fountain pens are used, 
we suggest that the caps be placed on the desk to avoid making the 
pen top-heavy and difficult to hold. Good position in handwriting 
makes for good writing, and the good position of the boys and girls 
in your class means good teaching. 


Materiais 


When you select practice paper, buy a tablet or paper that has a 
good, smooth writing surface. Select a paper that the pen will not 
penetrate and cause you to slow down and spoil the rhythm of your 
writing. Pen and ink will be used throughout this entire book. How- 
ever, some pencil practice, particularly where you are having diffi- 
culty, may be used. Take good care of your materials and tools, and 
you will show pride in your work. 


Preview 


You are now on the grade level where you can read all of the in- 


structions in this book. Handwriting is a subject which requires your 
personal attention, Others may tell you how to write, but your ability 
to write must be your own accomplishment. Your personality in your 
writing improves gs your writing becomes better, 


The two main areas covered in this text fall under Social Studies 
and Language Arts. Each page is interesting and is not isolated 
from the field of handwriting. Drill of some nature is emphasized on 
each page. 


The main unit developed covers practically the entire field of trans- 
portation. We once thought that America had reached its peak in 
transportation, Today new possibilities unfold which show that man's 
inventive genius is just in its infancy. In order to enjoy what is now 
being produced we should know some of the history back of this pros 


‘duction. The good roads we enjoy today are not just a happen-so. 


They are thoroughly planned. We travel BY TRAIN, BY AUTOMO.- 
BILE, BY SHIP, BY PLANE, and by many other ways. Some day we 


may travel by the means of atomic power. 


Several of the pages deal with how to practice sentences and the 
letters that are most used in the alphabet. How to make an outline 
correctly is developed. Letter writing also occupies a prominent place, 
We believe you will find each page has a variety of many interesting 
facts which can be discussed and added to from your own experience. 
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LOOKING AHEAD 
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Discuss the arrangement of this sentence on the line. Allow about twenty-two letters to a line that is indented. A fuli 
line will accommodate about twenty-six letters. Write the first sentence and pick out any letters that are not legibly 
made. Study and practice these until they are better, and then rewrite the sentence to note the improvement. 
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These two sentences will take only a portion of your page. On the remaining lines write the entire alphabet of capitals, 
small letters, and figures. This will serve as a specimen of the alphabet to use for comparison later in the year. 
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Our good roads make travel easy. Name some materials used in building roads. Practice the capital letters A and B 


and the letter combinations which will improve your writing. Drill on r, and understand the strokes used to make it. 
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When practicing this page try a few direct and indirect ovals on loose paper. Hold the pen correctly and use a smooth ~ 
rolling motion. The indirect ovals will help with the B and the direct ovals will help with the A. On the extra line write 
a line of your best r's. 
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THE EARLY WAY 
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Test this page for legibility. After writing the sentences, check to see which individual letters are not legible. 
Develop the capital L. Notice the curve in the beginning stroke. Lay the lower loop on the base line. 
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Make a letter finder by cutting a hole a little larger than the letter in a piece of paper. Place the hole of this finder 
over each letter in turn and mark the letters which are illegible with the figure one. Practice these letters separately 
until the letters are perfectly legible, then write the whole word again and test as before. 
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Riding in a new streamlined train is similar to the easy writing which you are doing. Let the pen slide freely as you guide 
it around the curves of the O and C. Hold the pen loosely and glide on the nails. Practice and check your O's and A's. 


Direct oval practice for the O and C will be very helpful. "Streamlined" and "conditioning" are long words. You may 
wish to give them extra practice. After your teacher has O.K.'d your writing, record your best efforts in this isd 


The automobile creates work for many people. Name some cities where automobiles are built. Practice the small indirect 
oval in the capital letter S$. This same oval is used in the B, G, F, I, and T. 
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On practice paper list all of the capital letters with boat endings. Write the sentences on different days in the space 
above. For extra practice make a list of different makes of automobiles. 
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BY SHIP 


it. Notice how often the capital A and the 
Are you using a down curve and a flat upstroke to make both capital A and small a? 


Have you seen a picture of a large ocean liner? Tell us something about 
small a appear on this page. 


HOW TO TEST FOR SIZE AND ALIGNMENT 
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Use a ruler to draw a line which touches the tops of as many of the small letters as possible. Mark all letters which are 
above or below this line with a figure three. Faults in size or alignment can be overcome by ruling head lines on your 
aper the same size as the copy in your writing book. Then write between these lines. It is not good practice to do 


this all the time. Do your letters all touch the base line? 


BY PLANE 


Make a list of the names of different planes which your class can recall. Watch your teacher as she shows how to make 


the lower loop letters, such as y, g, q, 2, f, j, and p. Practice words containing these letters. 


EG (A) orga TAH 
In writing these sentences about planes, 
writing these sentences in your book. 


oe 


watch carefully the lower loop letters. Practice them all on other paper before 


How do you travel to school? How do your friends travel to school? These sentences should be practiced on different 
days and added to from your own experience. Learn well the capital W, as it is one of the most used letters. 


4 


“ Care in arrangement is needed here. See that all of the letters have the same slant. 
On the extra lines write a sentence telling how you come to school 
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If you were walking in the country at autumn time, what would you expect to see? Practice the capital letter W, stop- 
ping at the bottom of each downstroke. Notice the slight curve in the two center strokes. 


HOW TO TEST FOR SPACING 


i 


Care in arranging this page is important. Try it on practice paper before writing in your book. On your paper mark 
all letters in words which are unevenly spaced with the figure four. Write the word in the same space as it is written in 


your writing book to overcome faults in spacing. Another good plan in spacing is to increase or decrease the space be- 
tween all letters and try to keep the space between the letters even. 


i 


Practice your figures from one to ten in connection with this page. Underline the complete subjects after you have 
written the sentences. Make up sentences of your own about nature to add to this page. 
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Have you ever seen a cider press in action? Write the copy very neatly, adding your own sentences in place of the 
sentences shown above. Watch the spacing between letters 00, or, ol, oa, ga, and ou. 


HOW TO PRACTICE WRITING A SENTENCE 
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After you have practiced this page construct a sentence of your own. Now follow this outline and plan your lesson 
for tomorrow. If you need help ask your teacher. 


From your practice material select and arrange neatly the required number of lines needed for recording in your book. 
This is a sample of creating a lesson. 


Do you know how to display the flag for special days such as The Fourth of July and Armistice Day? | 
Should the stars be to the east? How many red stripes are in the American flag? : 
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Draw the flag in the space above. Do you have the correct number of red and white stripes, and the correct number of | 
stars? Practice the direct oval for the capital letter D, and make this page one of your best. 
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What are our "Tele" systems? Add a sentence about another that you know. Practice the hump letters—both the 
capital and small letters. Make a list of these letters for your teacher. 


Before writing these sentences on this page, pick out the words containing hump letters and practice these words 
individually until you can make them perfectly. nen your teacher approves, record your best efforts on this page. 
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Examine one of your english papers or one of your reading texts to see if the above capitals are used most frequently 
in reading and composition. By twenty years observation we have found these letters appear more often than such letters 
as q and x. If a person's name begins with an x, or if the name of your city begins with q, a different opinion might be 


found. 


Other words which you use often in your own city may be added to this list. Inasmuch as these are used frequently, they 
should be given special study and practice at this time. 
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MAKING OUTLINES 


Manuscript letters, figures; Roman numerals, capitals, and small letters are often used in making outlines. Study the 
parts of an outline so that you may make one of your own using the following pages as guides. Develop the capital U. 
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Discuss each line one each day for four days, and practice the parts as shown. On the fifth and last day of the week 
record your best efforts in this book. 


ABOUT ME 
(Making an Outline) 
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actice on the capital letters, as many of the capital letters will be used on this page. 


Do your best work in filling in your own name, etc. 
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Arrangement on the page is of the utmost importance, for an outline that is not arranged well loses its value. 
| Are your figures made well? 
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List the things you want to be when you grow up. Review the capital letters that are made with boat endings. 
Watch your indentations, 


When writing these sentences, keep in mind slant, spacing, size, page arrangement, and quality of line. 
Try to write at a moderate rate of speed. This will give you the best looking writing. 


A NEW PRODUCT 


Have you ever seen a life preserver? Why do they use milkweed floss in a life preserver? Capital J starts below the 
line with an upward push to the right. Make sure the top loop is larger than the lower loop. 


Use all of the line to write the sentences above. Pick out the poor spots and practice them for improvement. 


HOW TO FIND ERRORS AND CORRECT THEM 


When your handwriting is poor, it may not be poor generally, but only poor in places. A careful analysis of handwriting 
errors will reveal the fact that handwriting is good or poor, depending upon the following qualities: legibility, size, slant, 
speed, alignment, quality of line, and spacing. How does your writing check up? Try to give your writing a grade. 
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OUR BADMINTON COURT 
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Make a plan of this court on the blackboard. Work the problem on 
practice paper. Write the problem out and fill in the answer. By un- 
derstanding this problem, you will be able to solve many others. 
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In the blank space work the problem. There are no lines to guide you, so care in placing your figures is important. 
Write the sentences with care, and make the figures neatly. 
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’ Greeting 
What are the Air Mail rates for a letter? This letter is an order for a badminton set. You may wish to order something 


else and change the name and address of the company. The use of Praey, 5 Leas adds much to the yh 


Coto. 


RS 


Study the parts of the letter, such as the heading, inside address, and the greeting. Now compose one of your own to 
write. Practice the address from the envelope on loose paper, and then bring a few envelopes to school and address 
them. Discuss suitable closings for business letters. 
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Write the message, the closing, and the signature on practice paper until you can do it well. Then use your own word- 
ing to write a new letter. Is your signature plain and legible? Become familiar with the capitals X, Y, and V. Write 
words beginning with these capitals. 
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{ 
ee the parts of the letter and make up in its entirety your own letter. Bring some unruled paper from home and a few | 
envelopes to complete the job. The figures on an envelope are very important to the postman. Are they plain? | 
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How often do you write sentences using these capital letters? Even though they are not written as often as the other 
capitals, everyone should be able to write them well. The indirect oval practice will be of help with these letters. Practice 
the letters in words and sentences. Study the length of the first loop and the first down curve in all these capitals. 


xt, 2 4 
vol AA Leds AA ALAh tar 


CL! (LY 
y, / 
Ae? PA AS! c LAnA “a Avs ae, 
() £3 es > 
& , iE LA P A; CA Wn “ 
A, 
ee & A 2 = 
jue’ & eda 9 
‘ V4 Me 
AMAALA AACA t4 al fd LAMA LL Ae 27D a 
: j 
& vA JkKX® (4 L491 SLE Os A De at a VY Le. bit 
G4 


Write these sentences and the individual letters as shown above. Pick out the best letters and put circles around them. 
On practice paper write a line of each of the best letters. 
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This would be a good time to check up on your pen point to see if it is working well. Write a few lines and ask your teacher 
if they are satisfactory for line quality. If sd are. pet irene check on your pen point, ink, and paper. 
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The uppsi lodp letters should be made full and open. In these two sentences there are many upper loop letters. Practice 
them individually and in the words shown above until you can write them easily and well. 
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THE PHILIPPINE ISLANDS 74] G4 


Our Philippine friends are no longer a month away from us. With the use of the airplane they are now next door 
neighbors. Write your impression of the Philippine Islands and their people. 
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What other industries flourish in the Philippine Islands? Practice the letters P, B, and R together, for they are based on 


the push-pull and the indirect oval. The practice of one letter will help the other. 
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Use full lines in practicing these sentences on other paper. Give attention to the proper curves in beginning and ending 
strokes. 


HOW TO FIND FAULTS IN SLANT 


@ Draw slanting lines through the letters and mark those which are off 
. slant with the figure two. Practice on the push-pull and oval exercises 
) to improve slant. Also check position of paper and arm to improve 

slant. 
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THE STAFF OF LIFE 


Can you locate this verse in the Bible? What is the story connected with it? Make a study of the two kinds of quotation 
marks. Is your writing about the right size, and do you write not less than twenty-five letters to the line? 


Your quality of line may be too heavy, indicating that the pen, ink, or paper may be of poor quality, or that too much 
pressure is being used. Kinky lines show the writing is too slow. Heavy lines on the down strokes show uneven pressure is 
being used. Uniformity of line quality is what you are working for. 


What other types of bread can you name? What kind do you like best? Which are the most healthful? 
Make a list of the different kinds of bread we use. 


After writing the sentences above there will be some space left. Write in that space the kinds of bread you hear adver- 
tised on the radio. Practice the T and F. Do you know how to test a good T? 


ee eee ee 


Sera eae mneteenas ete 
= = 


ne tS a TE EC il es I 2 Ee EE een Se 


CPA tne] / y, 
30 e- ae 


Have you eaten potato bread? What do you know about buckwheat flour? What is it for? 
Is there a flour mill in your city? Practice the capitals M and N and the upper loop letters. 
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Practice the sentences one at a time on practice paper, and ask your teacher for permission to record them in this book 
when you think they are well made. 
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The checks fedicaie pauses in your writing. Pauses at the right places help make legible letters and rhythmic writing. 


There is a rhythm to writing each letter. The checks in the letters show where the pauses in the rhythm occur. 
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“GOD BLESS AMERICA" 
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In practicing this page study the Sct of your writing: Keep it free and open, and regular in size and slant. 
See that each letter touches the base line. 


This is the last page on which you will record your best writing. Compare it with your writing in the front of the book to 
see the pegs you have made. 


~ HOW WELL CAN YOU WRITE THIS? 
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This specimen was written by a sixth grade girl. Your writing should be as good as hers. Write it and compare. 
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